
APPLICATION FOR RECORDS RETENTION SCHEDULE 
1 

_ -  
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTOF 
RECORDS MANAGEMENT DIVISION 

f 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. - 

Office of  Comptrol ler  General 
Georgia Insurance Department 

- - - ~  ...__ 
- - -. -- -- 
rpplicaiion Date 

6 / 2 6 / 8 1  
Claims and Investigation Division 
337 7 Martin Luther K i n &  Drive 

_- -__ .~ I_-I--- 

rpplication Number - 
~~~ ~ ~ . _ ~ _ . _ _ T  ~~ ul_? ?I 

Working Title 
Sheila Rowland Administrative Clerk 

!. Person to Contact 

FOR RECORDS MANAGEMENT USE 
__I_ _I 

Application Number 

m-366 

__ - . ~. -. -~ ~ ~ 
__ __ - ~~ - .~ -_.-_I 

1. Action Requested 
a. 
b. 

I3 EstaDiisn Retention Schedu1e;tecord will continue t o  accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

- c L ~ l A @ ~ d  Application No. - Check One: 0 Change; Supercede; ~-0 Void ~ - 
L. Dates of Series I 5. Records Series Title (followed by title used in office; if different) 
iarliest Latest I Insurance Company Card F i l e s  1978 I f i ~ % . T  

I ~- - L - I_ _- - - - .___ 
Division and Office Function What is the function of the Division and the Office in which this record series is created? 

The C l a i m s  and Investigation Division i s  responsible  f o r  inves t iga t ing  clain 
on behalf of Georgia pol icyholders  t o  insure tha t  a l l  va l id  claims are pa id  
and f o r  handl ing of consumer complaints and requests f o r  assistance.  The 
Division orders and holds  hearings,  issues orders t o  suspend o r  revoke l icer  
and levies f ines .  
f o r  consumers under j u r i s d i c t i o n  of the Insurance Department, I n d u s t r i a l  Loi 
Commission, and F i r e  Safe ty  Division. 

The Division a l s o  provides a consumer education program 

~- __ ~~ - A- 

r. Record Series Description This file contains the following documents (include form numbersand ti;&, if any): 
Attach samples of the file. 

Documentsrelating to: l i s t i n g  of inqui r ies  received from c i t izens  against spec i f ic  

Included are: 5x8 cards contatn lng name o f  Insurance company, name o f  Insured, 

i n  s u r  ance comp an i e  s 

type o f  po l l cy ,  date of i n q u l r y  or  complaint, e tc .  

~. 

File is a r r a n g e d : a l p h a b e t i c a l l y  by insurance company i \.~ n a m e  . I  .> . . '. , , . , / \ \  , , 

\> - . -. -- =.. 
. -  

. >  
, . . .. 

. . . . '  
-- ~ _ -  l-lll__ ___I_ - ~- 
3. Monthly Reference Rate 
One to six months old 
twenfy-five months and older 

3. Annual Rate of Accumulation of Rerords 
Letter-size drawers 

How often are records referred to  which are: 
; Seven to twelve months old - ~ ,  40 . Thirteen to twenty-four months old 3; 4o - 

3 
7 0 _- - _.__I__ -- 

7 

; Legal-size drawers ; Shelves ;Other (specify) four 5x8 C d . -  ' - 



LX I ~-c.A this -. a vital record? . - 
i ll_l. I I .  X - I .~ . d. Does this series have __--_ historical ~ &aterrn,resear&value? ..... 

x I f. ~ 1sxhei-i c o n t a i n e d . i ~ i _ ~ ~ ~ ~ r R ~ ~ ~ - - l ~ y ~ ~ a ~ ~ - . . ,  _lll_ ___ --I. -. .~~ 

Ad,-- ~~ 

e. When one or two documents in the file make it necessary to keep the entire fi le for a long period, could these 
& i x t n e n & k x h e . d d ~ r a e l v ?  ~__L__-_ _ _ _ I _ _ ~  

__ 
-- 

6; Is tire hformation contained in th is  series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
-- I x  1 ~~~ ..Lfy_es. anachspw. ~ ~. ~ ~~ ~ ... ~- ~ - .  ~- - 

I x I 
- 1 -  +- X 

b. Statute of limitation -- _-.-years. e. Administrative need A - . - - . y e a r r .  
c. Federal law ~ _ _ _ _ _  -yean. f. Federal retention instructions years. 

Attach copy or excerpt of law or regulations. Explain administrative need. 

Office reference needs 

- - -. __ -. ll__l__ ~ __I I l___.__-_l~___I__ ~ __l~~^_ll 

12. Aooroved Disposition Instructions This agency recommends that the file series be cut otf at tht end of each: 

5 Calendar Year; .O Fiscal Year; 0 Other then. 

eS Hold in the current fi les area month(s) 1 yeark); then 
0 Transfer to local holding area, hold --_.~-year(s); then . 
eS Transfer to State Records Center; hold _.. L - y e a r ( s ) ;  then 
@ Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

.. 

. .  

These instructions apply to a l l  prior and future accumulations of the series. 

Date 

3ecommendations 
graph 12 are appro 
' I f  disapproved, attach letter 
,f explanation.) 

- - -- - 
R-50-71; Rev. 76  


